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This training document will show you how to change your eProcurement password. 
 

  
 1. Log into the ePro system and go to the ePro Home Page Launch ePro 
  

   
   

 2. Click on the “My Profile” link. 
  Click “My Profile”  
  

   
   

  
 3. Click on the “Change Password” link. Click “Change Password” 
  

   
   

  

 

4. Enter your “Current password,” “New password”, and “Confirm 
password” 

  
Enter passwords 
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Step 1: Log into eProcurement 
 

After completing an eProcurement class, you will be given a UserID (login name) and Password so you can access the 
eProcurement system (ePro). 
 

• Start Microsoft Internet Explorer by double-clicking on its icon ( ). Do not use Netscape Communicator since it 
has problems displaying important information. 

• Enter the following ePro Web site address in Internet Explorer’s “Address Bar:”  http://epro.lbl.gov/eproprd 
• Enter the User ID given to you by the PRP team 
• Enter the password you were given 
• Click on all the links to arrive at the ePro Home Page 
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Step 2: Click on “My Profile” 
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Step 3: Click on “Change Password” 
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Step 4: Enter Passwords 
• Enter your Current Password in the first box  
• Choose a new password. It should be 

o Eight characters 
o Have a combination of letters and numbers 
o Not have any special characters 

Passwords are “case sensitive” so note whether your password contains upper or lower-case letters. 
• Enter your new password in both the “New Password” box and the “Confirm Password” box. 
• Press the “OK” button. 

 
 

 


